APPLICATION FOR RECORDS RETENTION SCHEDULE SRR e el A

DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM-—1 for instructions on completing this form, Forward signed origina! to

Department of Archives and History, Records Management Dw:slon 330 Capatol Avenu@, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address : : FOR RECORDS MANAGEMENT USE
Application Date Georgia Department of Educadtion A"p"“‘"’" Number O
2/82 Personnel Office 2 5
Application Number Room 257, State Office Building Date Received Date Completed
Atlanta, GA 30334 , | MAR 2 1982 MAR 1 0 1982
2_ Person to Contact " Working Title Telephone Number
Corban H. Sanders Personnel Director ) " 656-2510

3. Action Requested

a. X3 Establish Retention Schedule; record will continue to accumulate.
b. D Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No. Check One: [0 Change; O Supercede; O Void
4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest

1978 I Present Position Recruitment File

6. Division and Office Function

What is the function of the Division and the Office in which this record series is ereated?

The Deﬁartment of BEducation Personnel Office provides for development and administration
of the department perscnnel program through assuring a stazff competent to achieve
department coals and objectives; assuring that personnel actions are in accordance

with appliczble regulations and laws; and by preparlng, processing, and maintaining
records of perscnnel ‘actions.

i

7. Record Series Description

Documents relating to:

included are:’

File is arranged:

This file contains the following documents {inciude form numbers and titles, if any):
Attach samples of the file.

Recruiting personnel for avallable DOE positions.

Requests to initiate recruitment prepared by the Division Director;
work sheets identifying actions taken by Personnel Office staff;
work sheets for applicarnts contacted, interviewed, or otherwise
considered; and summnary of recruitment and selection procedures

by the unit supervisor.

Numerically

8. Monthly Reference Rate

How often are records referred 1o which are:

DOne to six months oid ___7_5____.; Seven to twelve months old 10 ; Thirteen to twenty-four months old __.___7 to 10 :
ve
twenty-five months and older _S_Q_EEQIL?
8. Annus! Rate of Accumulation of Records _ o
Letter-size drawers 1 : Legal-size drawers - :Shelves ______ . ___;Other (pecily)
. EF-50~71, Re. 76 (Over) ' 2

- ——




YES

NO | 10. Questionnsire  {(Place an “X’"n the proper column)

. Is this the official copy of the series? )
H not, where is it? ,.

b. Does the series contain confidential information requiring security handllng7 If yes, 'rite taw or regulatlon
File contains confidential informat :Lon concernlng applicants and emplovees,

. Is this a vital recordg?

. Does this series have historical or long term research value?

et
T+ |laln

do&ument; be scheduled separately?

. When one or two documents in the file make it necessary to keep the entire file for a long period, could these

]
Ly

__Is the information contained in this series ever published? If ves attach copy.

. 1s the information contained in this series ever analyzed and/or recorded in a summarized report?
X ‘i ves, attach cooy,

=g

. Is there a duplication of this series in your office, or in another office or agency?
X If ves. where?

X i. b thic series for a major portion of it} reaudarly microfilmed?

X i Does the record serjes resuit in a computer printout?

1.

Retention Requirements . The following requires the series to be kept:

a. State Law years. . Audit period

years,

b. Statute of limitation years, Administrative need

e
L%

c. Federal law years, Federal retention instructions 2

years,
years,

Attach copy or excert of laws or reguiations. Explain administrative need, é9 CFR 1602 31

0ffice reference.

12.

Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
- ¥R Calendar Year; {0 Fiscal Year; O Other

then,

T Hoid in the current files area __________monthis} _.__u_._g___,vear(sl; then
3 Transfer to local holding area; hold ____________vyear(s}; then

2 Transfer to State Records Center;hold ___ _ year(s); then

XX Destroy. ®

3 Transfer to State Archives for permanent retention.

O Other fSpecify)

*In the event a charge of discrimination or suit has been filed, these records

.must be retained until final disposition of the charge or action.

These instructions apply to all prior and future accumulations of the series.

Agency Head/Designee (Signature) __Date, Records Management Officer  [Signature)

Date

R PLG iP5, fo2 | Wakko L Bosganchrs.

Recommendations in para-

State Records Committee Sigérure}

3_/1/93
Date

. - _ <,-.
graph 12 are approved. State AudrtorlDeslgnee "~ ! M ;
{If disapproved, attach letter 12 / 2
of explanation.) Seang‘géutelmasignee i M 7W

>7-F -

ﬁ-a"—- 8’2~#

—+

_ Attorney General!Designeer W Z /@- g 4



